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Cardinal
TA 2 Maintain Time and Attendance Rules – 2.1 Maintain Time Reporting Rules

No

Changes in business 

policy could potentially 

require new Time 

Reporting Rules or 

updates to existing Time 

Reporting Rules

If the Rule is new, it must be 

attached to the appropriate 

Rule Program(s)

If an existing Rule is being 

updated, it must be first 

removed from its Rule 

Program and then placed 

back into it.

Rule steps are 

configured based on 

dependencies and for 

maximum efficiency 

within the rule.

If the appropriate time 

reporting code exists, a 

new TRC does not need to 

be defined.  It is more 

efficient to use existing 

TRCs to accommodate the 

rule creation if possible.

Delivered templates, 

SQL Objects, and 

Time Period settings 

are components that 

are used in rule 

creation.

EndStart

Once a Time Reporting Rule 

has been created/updated, it 

is run as part of the Time 

Administration Process to 

validate Reported and 

Scheduled Time.
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Define Rule 

Components
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Define Rule Steps

2.1.6

Attach Rule 

Program to 
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2.1.3

Define Time 
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(TRC) Attributes

Can rule be 

configured in 

Cardinal?
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TA 2 Maintain Time and Attendance Rules – 2.2 Maintain Absence Management Rules

Yes

2.2.3

Define/Update 

Absence Type/

Reason

2.2.5

Define/Update 

Take Element

EndStart

2.2.2

Create Manual 

Process

2.2.4

Define/Update 

Entitlement 

Element

Absence Types and 

Reasons help classify 

different absences in 

Cardinal

Absence Take Elements 

define the rules for 

allowing paid time off for 

an employee based on 

certain requirements.

2.2.6

Add/Update

Absence 

Management 

Framework

Absence Entitlement 

Elements define how 

much time 

off VDOT gives 

an employee per 

Absence Type

Requests to chance 

Absence Management 

rules will come from HR.

The Absence 

Management framework 

groups entitlement and 

take elements into 

eligibility groups and maps 

eligibility groups to 

paygroups and paygroups 

to calendar groups.  This 

allows calendar groups to 

identify the who, what, and 

when data used during 

absence processing.

2.2.1

Request for 

AM 

Rule 

Can rule be 

configured in 

Cardinal?

TA 5.1
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